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1. AIRCRAFT 2. REQUESTED BY a. NAME AND OFFICE CODE b. PHONE c. DATE 

3. PURPOSE OF TRIP 

4. SENIOR PASSENGER 5. TRIP COORDINATOR a. NAME b. PHONE 
(1) OFFICE (2) HOME 

6. ITINERARY 

LEG DATE AIRPORT 
a. 

TIME 
b. 

ETE 
c. 

IN-FLT. SERVICE REMARKS 
d. 

FROM LV. 

TO ARR. 

2 
LV. 

TO ARR. 

3 
LV. 

TO ARR. 

4 
LV. 

TO ARR. 

7. MANIFEST 

NAME S 
O EMPLOYER AND ADDRESS FLT. LEG 

1 2 3 4 

TOTAL 

CREW 
(1) (2) (3) (4) 

REMARKS 
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8. FLIGHT LOG 
a.

 T
R

IP
 

N
O

.
DATE 

FROM T.O. FLT 
TIME b.

 
C

O
D

E NAUT. 
MILES 

NO. 
PASS. 

SENIOR 
PASSENGER 

FUEL 
c. 

CARGO 
(Lbs.) 

REMARKS (Fees, 
expenses, etc.) 

d.TO LAND 

INSTRUCTIONS 

Show type and NASA number, if applicable; otherwise, military or N 
number. 

Name and office code of person who originated this flight
requirement, phone and date. 

Primary purpose of this trip (i.e., attend management conference). 

Name and title of senior principal for whom this flight was 
authorized. 

Name and phone of trip coordinator or person designated to
maintain liaison with flight crew concerning details of trip. 

Flight itinerary; Show planned itinerary as follows: 

1. 

2. 

3. 

4. 

5. 

6. 

List location and show airport name if location is served by
more than one airport (e.g., New York, LaGuardia). 

Use the 24 hour time system and specify zone. 

Estimated time enroute, hours and minutes (e.g., 2:15). 

Inflight services required (e.g., lunches, special
accommodations, etc.). 

a. 

b. 

c. 

d. 

Passenger manifest; Show title, first name, middle initial and last
name (e.g., Dr. George I. Jones): 

7. 

Show agency or company and location (e.g., NASA, KSC or
Boeing, Seattle). 

Flight leg: Number must agree with flight leg number listed in
Item 6, Itinerary. Place an (x) under the appropriate flight leg
that each passenger is expected to be on board. Circle the 
(X) when the passenger is actually embarked. 

a. 

b. 

Flight log; Show actual records as reflected on the aircraft log and
corrected manifest. (Information to be used in the preparation of
NASA Form 1085 and other statistical reports): 

8. 

Trip no: List trips chronologically on a monthly basis (e.g.,
03-16 for 16th trip in March). Each leg of the flight itinerary is 
considered a trip, for record purpose. 

Show code to identify purpose of flight (i.e.,
A-passenger/cargo, B-ferry, C-training, D-maintenance test,
E-maintenance ferry, or F-other). 

Show fuel in US gallons and indicate type of purchase (i.e., M
for military and C for commercial). 

Show fees for parking, storage, and other trip expenses. 

a. 

b. 

c. 

d. 

Certification: The aircraft commander will verify the accuracy of the 
passenger list and planned itinerary and will sign the manifest
certifying its accuracy prior to takeoff. He or she is responsible for
filing one copy prior to departure with an appropriate activity (e.g.,
Base Operations, FSS, FBO, etc.) or mailing the copy to his or her 
parent activity when no appropriate activity is available at the point
of departure. A revised copy will be filed prior to takeoff if there are 
any changes to the listed passengers or crew. 

Records Disposition for Itinerary Passenger Manifest: 

9. 

10. 

Original: Master record copy to be retained on file by the 
parent activity for two years prior to initiating records
disposition. 

Duplicates: (Tear off copies) These copies shall be certified 
by the aircraft commander and filed prior to departure, in
accordance with Item 9 above. 

a. 

b. 

NOTE: A passenger is defined as being a traveler aboard an aircraft whose presence is not directly essential to the successful completion of the 
flight or the airborne mission being performed. 
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